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How To Get Things Done 


BOARDMASTER VISUAL CONTROL 
Your operations are pictured at a glance. 
You save time, money and prevent mixups 
by Seeing What is Happening at all times. 


Ideal for Prociuction, Maintenance, 

Inventory, Scheduling, Sales, Etc. Cig") 

Easy to Use. You write on cards, 

snap on metal board. Over 750,000 in Use. 
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PRONTO 


With the editors 


AM’s Annual Index 


VERYONE, including AM, is 
buzzing about aperture 
cards, computers, microfilm, 
magnetic tape, and all the other 
slick information tools of the 
day. Alas, we seem to have for- 
gotten the most versatile storage 
and retrieval machine of our 
time—the lady with the sweet 
smile, the categorical mind, and 
the pencil behind her ear — 
namely, our friend the librar- 
ian. 

Fortunately for us, though, 
she can still be found in busi- 
ness, public, and college libraries 
throughout the land, scurrying 
from index to index, finding back 
issues of magazines, pointing out 


ASSOCIATION NEWS 


Survival: A Follow-Up—RKeport on AMA's 
“Preparedness Conference” and follow-up to 
AM’'s Jan. '62 article on business survival, 
listed below under ‘Methods and Systems” 
(Mar., p. 26). 

A Preview of the Business Equipment Ex- 
position and BEMA’s Spring Meeting—Exhibi- 
tors, products, and agenda for ‘62 Chicago 
affair (Apr., p. 68). 

NOMA and SAM Join Service Functions— 
National Office Management Association and 
Society for Advancement of Management com- 
bine field operations (News of Associations— 
Apr., p. 81). 

Controllers Institute Will Change Title— 
Group announces reasons for change of name 
to Financial Executives Institute (News of 
Associations—May, p. 85) 

National Business Show in New York City 
This Month—Equipment exhibit of Office Ex- 
ecutives Assn. attracts 40,000 visitors (News 
of Associations—June, p. 18). 

Exit NMAA .. . Enter DPMA—National 
Machine Accountants change name to Data 
Processing Management Association at exciting 
conference (Aug., p. 52). 

World Congress Planning Moves On—1963 
International Management Congress being 
planned for New York City (News of Associ- 
ations—Sept., p. 41). 

Management Center Opened in Montreal by 
AMA—American Management Assn. opens new 
ee facility (News of Associations—Oct., 
D. ) 

Heavy Regional Schedule Announced by 
NAA—tTen area meetings to be held prior to 
National Association of Accountants’ Interna- 
tional Conference in June ‘63 (News of Asso- 
ciations—Nov., p. 14). 

ISM’s Analysis of a Systems Man—Duties, 
dimensions of Systems and Procedures Assn. 
members discussed at International Meeting 
(Dec., p. 50). 


ELECTRONIC DATA PROCESSING 


How a Floor Was Reinforced for EDP 
Equipment—Building occupants not disturbed 
during job in Houston (Automation in Office— 
Jan., p. 92). 

Nation’s First B251 Starts Up—Miami bank 
installs new Burroughs punch card system 
(Feb., p. 26). 

Tape Maintenance System Introduced—Gen- 
eral Kinetics equipment designed to extend life 
of magnetic tape (Automation in Office—Feb., 
p. 28). 

Automated Aperture Card System Speeds 
Data Distribution at Collins Radio—Thousands 
of daily requests for engineering drawings ex- 
pedited via microfilm and punch cards (Auto- 
mation in Office—Mar., p. 66). 

Ramac Processes Cust A ts for 
Philadelphia Manufacturer—-IBM computer key 


the right bookshelf, and _ still 
hushing noisemakers. Research 
would be no fun without her. 

In the past few years, she has 
learned to operate a microfilmer, 
make photocopies, and thread a 
film reader. Tomorrow, she will 
undoubtedly be asked to master 
much more complex electronic 
look-up devices, but having wit- 
nessed her perseverance over the 
years, we know she will succeed. 

AM’s editors take this oppor- 
tunity to salute all librarians, 
and to lighten the tasks of those 
we reach by offering them (as 
well as any reader who finds it 
useful) this index of our twelve 
1962 issues: 


to faster service and billing (Automation in 
Office—Apr., p. 76). 

An EDP Consultant Discusses “Your First 
Computer”—Way to approach new computer, 
as told to AM by expert (June, p. 26). 

“A New Look at Computers for Manage- 
ment” — Highlights of 1962 AM _ Institute 
seminar (July, p. 17). 

Four Problems You Cannot Shirk—Exclusive 
interview: John Diebold warns of EDP chal- 
lenges (July, p. 24). 

How to Select the Right Data Processing 
Equipment — Technique for finding machines 
that meet your specific needs: Ralph E. Steere 
Jr. (Aug., p. 26). 

Univac Develops Combination Card Reader, 
Printer, and Punch—1004 Card Processor ma- 
jor advance in punch card accounting (Auto- 
mation in Office—Aug., p. 68). 

Experimental Card Input Machine Reads 
Handwritten Numerals — IBM and Tufts U. 
working towards input breakthrough (Auto- 
mation in Office—Sept., p. 19). 

World’s Largest User of EDP—-U. S. govern- 
ment operates 1,000 computers in 30 agencies 
(Oct., p. 20). 

Computer Economics ... The Federal Ap- 
proach—Government's guidelines for installing 
and using EDP equipment: William A. Gill 
(Oct., p. 24). 

Revolution at Scott: EDP Si! Confusion No! 
—1401 computer aids in production seched- 
uling at leading paper company (Systems in 
Action—Oct., p. 66). 

Systems Integration: The Big Plan—How to 
set up companywide data processing syetem: 
W. J. Barry (Nov., p. 30). 

Protecting EDP Tapes—Dangers and pre- 
cautions to consider when storing magnetic 
tape records (Tips for Office—Nov., p. 60). 

What's New, What’s Next in Data Com- 
munications—Late developments in machine- 
to-machine transmission facilities (Dec., p. 28). 

Banks Transmit Data from Teller to Com- 
puter—On-line electronic network unveiled at 
Union Dime Savings Bank (Dec., p. 31). 


EQUIPMENT (NON-EDP) 

Efficiency and Office Machines—How to cet 
the most for your equipment dollar (Jan., p. 
28). 

The Substance of Forms—Study of forms 
and forms handling equipment (Tools of Office 
—Jan., p. 67). 

Office Equipment Servicing—-AM survey re- 
veals executives satisfied with manufacturer, 
dealer service (Feb., p. 13). 

Pood Vending for Office Employees: Why 
and How—What's available in automatic food 
service machines (Tools of Office—Feb., p. 39). 

Choosing the Right Copying Machine—Six 
basic processes explained: over 100 models de- 
scribed (Tools of Office—Mar., p. 35). 

In-Office Duplicating — New equipment has 
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How To Get Things Done 


BOARDMASTER VISUAL CONTROL 
Your operations are pictured at a glance. 
You save time, money and prevent mixups 
by Seeing What is Happening at all times. 


Ideal for Prociuction, Maintenance, 

Inventory, Scheduling, Sales, Etc. Cig") 

Easy to Use. You write on cards, 

snap on metal board. Over 750,000 in Use. 
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PRONTO 


With the editors 


AM’s Annual Index 


VERYONE, including AM, is 
buzzing about aperture 
cards, computers, microfilm, 
magnetic tape, and all the other 
slick information tools of the 
day. Alas, we seem to have for- 
gotten the most versatile storage 
and retrieval machine of our 
time—the lady with the sweet 
smile, the categorical mind, and 
the pencil behind her ear — 
namely, our friend the librar- 
ian. 

Fortunately for us, though, 
she can still be found in busi- 
ness, public, and college libraries 
throughout the land, scurrying 
from index to index, finding back 
issues of magazines, pointing out 


ASSOCIATION NEWS 


Survival: A Follow-Up—RKeport on AMA's 
“Preparedness Conference” and follow-up to 
AM’'s Jan. '62 article on business survival, 
listed below under ‘Methods and Systems” 
(Mar., p. 26). 

A Preview of the Business Equipment Ex- 
position and BEMA’s Spring Meeting—Exhibi- 
tors, products, and agenda for ‘62 Chicago 
affair (Apr., p. 68). 

NOMA and SAM Join Service Functions— 
National Office Management Association and 
Society for Advancement of Management com- 
bine field operations (News of Associations— 
Apr., p. 81). 

Controllers Institute Will Change Title— 
Group announces reasons for change of name 
to Financial Executives Institute (News of 
Associations—May, p. 85) 

National Business Show in New York City 
This Month—Equipment exhibit of Office Ex- 
ecutives Assn. attracts 40,000 visitors (News 
of Associations—June, p. 18). 

Exit NMAA .. . Enter DPMA—National 
Machine Accountants change name to Data 
Processing Management Association at exciting 
conference (Aug., p. 52). 

World Congress Planning Moves On—1963 
International Management Congress being 
planned for New York City (News of Associ- 
ations—Sept., p. 41). 

Management Center Opened in Montreal by 
AMA—American Management Assn. opens new 
ee facility (News of Associations—Oct., 
D. ) 

Heavy Regional Schedule Announced by 
NAA—tTen area meetings to be held prior to 
National Association of Accountants’ Interna- 
tional Conference in June ‘63 (News of Asso- 
ciations—Nov., p. 14). 

ISM’s Analysis of a Systems Man—Duties, 
dimensions of Systems and Procedures Assn. 
members discussed at International Meeting 
(Dec., p. 50). 


ELECTRONIC DATA PROCESSING 


How a Floor Was Reinforced for EDP 
Equipment—Building occupants not disturbed 
during job in Houston (Automation in Office— 
Jan., p. 92). 

Nation’s First B251 Starts Up—Miami bank 
installs new Burroughs punch card system 
(Feb., p. 26). 

Tape Maintenance System Introduced—Gen- 
eral Kinetics equipment designed to extend life 
of magnetic tape (Automation in Office—Feb., 
p. 28). 

Automated Aperture Card System Speeds 
Data Distribution at Collins Radio—Thousands 
of daily requests for engineering drawings ex- 
pedited via microfilm and punch cards (Auto- 
mation in Office—Mar., p. 66). 

Ramac Processes Cust A ts for 
Philadelphia Manufacturer—-IBM computer key 


the right bookshelf, and _ still 
hushing noisemakers. Research 
would be no fun without her. 

In the past few years, she has 
learned to operate a microfilmer, 
make photocopies, and thread a 
film reader. Tomorrow, she will 
undoubtedly be asked to master 
much more complex electronic 
look-up devices, but having wit- 
nessed her perseverance over the 
years, we know she will succeed. 

AM’s editors take this oppor- 
tunity to salute all librarians, 
and to lighten the tasks of those 
we reach by offering them (as 
well as any reader who finds it 
useful) this index of our twelve 
1962 issues: 


to faster service and billing (Automation in 
Office—Apr., p. 76). 

An EDP Consultant Discusses “Your First 
Computer”—Way to approach new computer, 
as told to AM by expert (June, p. 26). 

“A New Look at Computers for Manage- 
ment” — Highlights of 1962 AM _ Institute 
seminar (July, p. 17). 

Four Problems You Cannot Shirk—Exclusive 
interview: John Diebold warns of EDP chal- 
lenges (July, p. 24). 

How to Select the Right Data Processing 
Equipment — Technique for finding machines 
that meet your specific needs: Ralph E. Steere 
Jr. (Aug., p. 26). 

Univac Develops Combination Card Reader, 
Printer, and Punch—1004 Card Processor ma- 
jor advance in punch card accounting (Auto- 
mation in Office—Aug., p. 68). 

Experimental Card Input Machine Reads 
Handwritten Numerals — IBM and Tufts U. 
working towards input breakthrough (Auto- 
mation in Office—Sept., p. 19). 

World’s Largest User of EDP—-U. S. govern- 
ment operates 1,000 computers in 30 agencies 
(Oct., p. 20). 

Computer Economics ... The Federal Ap- 
proach—Government's guidelines for installing 
and using EDP equipment: William A. Gill 
(Oct., p. 24). 

Revolution at Scott: EDP Si! Confusion No! 
—1401 computer aids in production seched- 
uling at leading paper company (Systems in 
Action—Oct., p. 66). 

Systems Integration: The Big Plan—How to 
set up companywide data processing syetem: 
W. J. Barry (Nov., p. 30). 

Protecting EDP Tapes—Dangers and pre- 
cautions to consider when storing magnetic 
tape records (Tips for Office—Nov., p. 60). 

What's New, What’s Next in Data Com- 
munications—Late developments in machine- 
to-machine transmission facilities (Dec., p. 28). 

Banks Transmit Data from Teller to Com- 
puter—On-line electronic network unveiled at 
Union Dime Savings Bank (Dec., p. 31). 


EQUIPMENT (NON-EDP) 

Efficiency and Office Machines—How to cet 
the most for your equipment dollar (Jan., p. 
28). 

The Substance of Forms—Study of forms 
and forms handling equipment (Tools of Office 
—Jan., p. 67). 

Office Equipment Servicing—-AM survey re- 
veals executives satisfied with manufacturer, 
dealer service (Feb., p. 13). 

Pood Vending for Office Employees: Why 
and How—What's available in automatic food 
service machines (Tools of Office—Feb., p. 39). 

Choosing the Right Copying Machine—Six 
basic processes explained: over 100 models de- 
scribed (Tools of Office—Mar., p. 35). 

In-Office Duplicating — New equipment has 
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made ‘do-it-yourself’ printing feasible (Tools 
of Office—Apr., p. 34). 

Spend to Save—Special convenience equip- 
ment can cut costs (Tools of Office—May, p. 
54). 

By the Numbers—Report on modern adding 
machines and calculators (Tools of Office— 
July, p. 36). 

Let’s Get Those Unruly Records Straight— 
Report on modern filing equipment and systems 
(Tools of Office—Aug., p. 34). 

How Microfilm Controls Records—Case his- 
tories of two companies using space-saving 
film equipment (Aug., p. 48). 

Cameras Can Be Tools for Management— 
Personnel photos replacing traditional directory 
listings (Aug., p. 58). 

Take a Letter, Miss Jones—Survey of new 
dictating machines and typewriters (Tools of 
Office—Sept., p. 56). 

Choosing the Right Copying Machine: Part 
1l—Updating of AM’s March ‘62 report on 
same subject (Oct., p. 33). 

Cut Costs, Gain Time—Manage your mail- 
room with modern equipment (Tools of Office 
—0Oct., p. 44). 

Microfilm 1962 ——- Myth-exploding study of 
photographic information retrieval equipment 
(Tools of Office-——-Nov., p. 40). 

How Good Are Service Contracts? — You 
must know the hidden costs of maintenance 
before you can decide (Dec., p. 24). 

Security Is Your Business, Too—There is 
protection equipment to meet every industrial 
need (Tools of Office——Dec., p. 38). 


METHODS AND SYSTEMS 


Business Survival: A Plan——Main article in 
special section entitled, “If War Comes": 
Ralph E. Steere Jr. (Jan., p. 35). 

File of Administrative Time and Money 
Savers—Series of practical ideas on work 
simplification, efficient use of office equipment, 
ete. (Jan., p. 53). 

Low Cost Equipment Speeds Payroll and 
Inventory Work—Visible files and duplicator 
expedite systems for two companies (Feb., p. 
60). 

When to Call in a Consultant—How to de- 
cide whether you need one or not (Tips for 
Office—Feb., p. 68). 

PERT and You—Simple charting system can 
guide problem projects to on-time completion 
(Mar., p. 13). 

A Practical Look at Records Management— 
Detailed description of methods of two com- 
panies (Mar., p. 16). 

TV Attends a Conference — First National 
City Bank uses closed-circuit video for manage- 
ment communications (Mar., p. 20). 

Cutting Costs in Office Operations — Sue- 
gestions on some likely economy measures: 
Richard P. Essey (Tips for Office—Mar., p. 
70). 

Modern Training Techniques—There's many 
a need and new device for business training 
(Apr., p. 27). 

Today’s Retraining—What it is, why it is, 
and how it is being done (June, p. 23). 

You, Too, Can Eliminate Hidden Accounting 
Wastes—How work flow control pares costs 
in accounting operations: Henry Schindall 
(June, p. 28). 

Your Inter-Office Communications Should Be, 
and Can Be, “Eavesdrop-proof” — Automatic 
intercom systems guarantee security (Tips for 
Office—June, p. 70). 

The Ari of Work Measurement: Time Study 
vs. Statisties—Learn which method is better 
for your office: Robert McQuie Jr. (July, p. 
28). 

10-Girl “Pool” Tends to Company Corre- 
spondence—Centralized secretarial department 
services entire insurance company (July, p. 
58). 

Project “Office Communications’’—Naval sta- 
tion study reveals noteworthy facts about or- 
ganizational communications: Eugene Walton 
(Aug., p. 22). 

Your Business Letters Have Become a First- 
Class Expense—Ways to cut down on corre- 
spondence costs: Edward M. Ryan (Tips for 
Office—Aug., p. 56). 

The Controversy of Programmed Instruction 
—Opposing methods in this current personnel 
training issue: Norman A. Crowder and Charles 
W. Slack (Sept.. p. 23). 

RAMPS—Multi-Task Successor to PERT— 
New production planning method allocates 
both time and resources (Sept., p. 33). 

Accounting for Today’s Decision-Maker — 
What direct costing tells executives about 
profits: Wilmer Wright (Sept., p. 34). 

How good Are Personality Tests: Part I 
—AM interview with a personnel recruitment 
and appraisal specialist (Oct., p. 26) 

How to Plan a Company Move—Advice from 
leading contractor (Tips for Office—Oct., p. 
72). 

Do You Really Get the Reports You Need? 
—What to look for in statistics: Ken Heller 
(Nov., p. 28). 

How Good Are Personality Tests: Part 11— 


JANUARY 1963 


Higher postage rates 
make mailing mistakes 
cost more! 


(Postal rates go up January 7, 1963) 


An old mail scale that overweighs can lose a sizeable 
amount of money in a year. An unneeded 5¢ stamp on 
ten letters a day runs into $125 in a year. 

A scale that underweighs can be even more costly 
in good will. Nobody likes to get letters that arrive 
“Postage Due.” 

Pitney-Bowes scales are precision built to U.S. 
Bureau of Standards specifications, and 
are used by the U.S. Post Office. The 
automatic pendulum mechanism doesn’t 
get rusty, stiff or strained, has long lived 
accuracy. The hairline indicator registers 
exactly. The eye-high chart with wide 
markings, big figures, is easy to read—saves 
mailing time. 

To be sure you are equipped to deal 
with the new postal rates as efficiently 
and economically as possible, 
call your nearest PB office 
for a demonstration. Or 
write for free booklet. 


FREE: Handy desk or wall chart of 
latest postal rates, with parcel post 
map and zone finder. 
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| PitNey-Bowes, INc. 


Pitney-Bowes : 2998 Walnut Street, Stamford, Conn. 
Send free booklet DO rete chartO 
MaiLinc Scaces |!" ™ 


Made by the originator of the postage 
meter...149 offices in U.S. and Canada 


Name 
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Annual Index... Office design, personnel and self-management continvep 


Continuation of Oct. '62 article listed above 
(Nov., p. 38). 

Bache Runs Its Library on a Motor—Bro- 
kerage firm employs mechanized filing system 
(Systems in Action—Nov., p. 64). 

The Risky Business of Direct-Cost Pricing — 
Why conventionai accounting is best for price- 
setters: Henry De Vos (Dec., p. 34). 


OFFICE DESIGN AND CARE 


Downtown Is Busting Out Ail Over—-Busi- 
ness district ‘‘renaissance’’ may hit migration 
of companies to suburban offices (Jan., p. 22). 

Food Vending for Office Exployces: Space 
Design—How to plan an automatic vending 
area (Office Design—Feb., p. 46). 

The Suburban Office—An inside and outside 
look at business buildings in suburbia (Office 
Design—-Mar., p. 56). 

Where te Put the New Machines to Avoid a 
Roomful of Wroblems — Efficient layouts for 
duplicating departments (Office De.ign—Apr., 


Erecting the Sound Barrier—-How to mini- 
mize noise transmission in office buildings 
(Tips for Office—Apr., p. 64). 

“Office of the Year” Awards—Photo-report 
on six outstanding new offices of 1961, as 
chosen by editors of AM (May, p. 29). 

News Walls for Old -— Wall coverings can 
spruce up dingy office walls (Office Design— 
May, p 70). 

Office Maintenance—Base your custodial pro- 
gram squarely on proven, efficient management 
methods (Tools of Office—June, p. 38). 

Put Your Foot Down on Floor Overhead— 
Selection and care of floor coverings (Office 
Design—June, p. 1). 

Planning a Cafeteria? Here’s Some Advice— 
Facts, figures, ani foresight from a food service 
designer (July, p. 32). 

Efficiency in Modern Lighting — How far- 
sighted administrators see it (Office Design— 
July, p. 52°. 

Files at Your Fingertips——Easily accessible 
records contribute to office economy (Office De- 
sign—Aug., p. 42). 


p. 56). 


S\N 


“PACKAGED” FILING 


UNIQUE PORTABILITY 
...documents are in handy boxes. 
NEW FLEXIBILITY 
... simpler to change and expand. 
DOLLAR SAVINGS 
...in equipment cost, clerical time. 


UNIT BOXES hang oni 
cross-rails, package docu- 
ments for fast transfer or 
work at desk. 


‘ie, ei + 


CREATE SPACE where 
you need it simply by slid-# 
ing boxes of documents 
along rails. 


UNIT SPACEFINDER*, an exclusive, revolutionary 
filing system, provides unequalled flexibility with unpre- 
cedented speed —45% faster than drawer files — 20% 


faster than shelf files. 


The unique hanging box, combined with a sturdy, free- 
standing frame, is the secret of the system’s success. 


Boxes, which slide back and forth on rails and can be 
carried anywhere, “package” documents for most efficient 
finding and filing ever known! «Pats. Pending. 


TAE 


BROCHURE 


12 PAGE BROCHURE 
will show you money- 
Saving secrets of 
Unit Spacefinder and 
Spacefinder Filing 
System. ‘ 


HOME OFFICE: 550 MONTGOMERY ST. 


wmonpveors co. SAN FRANCISCO 11, CALIFORNIA 
(Cirele No. 48 on Reader Inquiry Curd) 


Your Company’s Face Is Its Fortune—Com- 
fortable, decorative reception area serves as 
effective corporate salesman (Office Design— 
Sept., p. 42). 

Modern Message Centers Need Space for 
Speed—Designing a first-class mailroom (Of- 
fice Design—Oct., p. 54). 

How to Design a Data Center—It'’s a team 

effort, but planning EDP housing is as im- 
portant as choosing the right computer (Nov., 
». 22). 
: The Secretaries Got the Windows-——For ef- 
ficiency’s sake, this company stations secre- 
taries, not executives, near windows (Nov., p. 
58). 


PERSONNEL 


Foreenst °62: Automation, Training, and 
Employment—Effects of automation on ‘white 
collar” and “blue collar’ workers: Larston D. 
Farrar (Jan., p. 16). 

Trends °61: Developments in the Personnel 
Arena—More retraining, early retirement be- 
coming compulsory, clerical salaries rise, etc. 
(Jan., p. 18). 

Personnel Picture: Alarmists Obscure Its 
Perspective — Fast and fundamental changes 
come more slowly than predicted (Jan., p. 20). 

File of Administrative Time and Money 
Savers—Series of practical ideas on how to 
gain employee cooperation (Jan., p. 53). 

Physical Fitness Is Good Business—Florida 
company links executive fitness program to 
administrative efficiency (Feb., p. 20). 

The Delegators—How to assign repsonsibil- 
ity to others: William Gillick (Feb., p. 22). 

19 Practical Reminders for Administration 
—Ideas for building alert, effective, responsible 
staff (Tips for Office—May, p. 18). 

The Executive Inventory: How to Succeed 
in Sueccession—How to avoid shortages of 
management talent: John J. Butler (May, p. 
50). 

Personnel Problems Arising from EDP Are 
Not Always New and Different—Quotes from 
speech of Equitable Life president James F. 
Oates Jr. (Automation in Office—May, p. 66). 

You Need a Company Psychiatrist—Absen- 
teeism, accidents, and alcoholism often stem 
from serious emotional disturbances (Person- 
nel Problem Clinic—July, p. 14). 

The Job Shopper—She may be your secre- 
tary, and she may be on the move (July, p. 
47). 

Of White Collars and Unions—Causes of 
clerical unionization (Personnel Problem 
Clinic—Aug., p. 14). 

What's Ahead for the Controller?-——AM sur- 
vey and other sources see him moving into 
top management (Aug., p. 17). 

Those Coffee Breaks: You Can’t Do Without 
Them, But They Can Be Controlled—What em- 
ployers and employees think about the sub- 
ject: Charles H. Crandall (Tips for Office— 
Sept., p. 50). 

Temporary Workers—How to get the most 
out of temporary employees (Personnel Prob- 
lem Clinic—Sept., p. 54). 

Recreation, Morale and You—Why execu- 
tives should join in company recreation pro- 
grams (Personnel Problem Clinic—Oct., p. 10). 

Profiles in EDP: Today, Tomorrow — Two 
new administrators have emerged from data 
processing revolution (Oct., p. 38). 

Five Pitfalls of Merit Rating — Mistakes 
merit raters should avoid (Personnel Problem 
Clinic—Nov., p. 10). 

Why Personnel Policies Go Wrong—He may 
not realize it, but your line manager may be 
at fault: Wilbert Scheer (Nov., p. 18). 

Handling Holiday Headaches — Christmas 
poses a stockingful of personnel problems for 
business corporations (Personnel Problem Clinic 
—Dec., p. 10). 

Tried and True Advice for a Young Execu- 
tive—Some suggestions about dealing with em- 
ployees: Clarence G. Scholtz (Dec., p. 32). 


SELF-MANAGEMENT 


File of Administrative Time and Money 
Savers—Series of practical ideas on making 
decisions, planning retirement (Jan., p. 53). 

Don’t Let Your Desk Run You—How to 
keep your work area uncluttered and organ- 
ized (Jan., p. 81). 

Take Time to Schedule Your Time—Seven 
rules for increasing personal efficiency (Feb., 
p. 30). 

Do You Hear Everything You Listen To?— 
Nine common listening deficiencies which can 
be corrected (Tips for Office—July, p. 45). 

How to Succeed in Business—<Any signifi- 
cant advancement you make can only be result 
of goal-oriented action on your part: Richard 
J. Obrochta (Sept., p. 14). 

Check Your Personal Rating—How to de- 
termine your staff's opinion of you (Tips for 
Office—Dec., p. 52). 


ADMINISTRATIVE MANAGEMENT 
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